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Store Management 
 
 
 

Store management module will help user to manage store item. User can register 

all item entered into their store. Source record will be based on purchase order. 

Registration of item into their respective store should be in distribution quantity. Store 

keeper can register item request from user. User who wants to get the item from the 

store will key in the request. Store keeper will verify and approve the request. Balance 

will be deducted from item balance, using FIFO method. 

 
Store keeper can do stock check and synchronize physical balance against system 

balance. 

 
 

Screens available for Store Management (iFIS) are listed as followed: 
 

 

1. WYF024- Store Code Setup 

2. WYF027 - Unit of Measurement Setup 

3. WYF026 - Item Code Setup  

4. WYF023 - Update Stock Item 

5. WYF030 - Update Store Item 

6. WYF037 – Update Re-Oder Level 

7. WYF008- Store Request Approval/Cancellation 
 

8. WYF005- Store Status Query 
 

9. WYF006- Request Listing 
 

10. WYF029 - ROL Listing Query 
 

11. WYF031- Store Adjustment Query 
 

12. WYR001F- Store Management Reports 
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Screens available for Store Management (Online) are listed as followed: 
 

1.      Store Requisition Application 
 

2.      Store Requisition Status Inquiry 
 

 

To access Store Management menu, select Store Management as displayed in Figure 
 

1-1. 
 

 
 
 
 

Figure 1-1: Store Management Module Menu 
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Setting Up Store Code By Jabatan Bendahari 

 
User (Finance) has to setup store before it can be used in store management module. 

This screen can be accessed by selecting Store Management >> Store Code Setup 

from the main menu. 

 

 

 

Figure 1-WYF024-1: Store Code Setup 
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To begin, fill in Store Code Maintenance field. Then, click on Save       button. 

The fields are explained, as followed: 

 

Field Name Description Required 

Store Code Store code will be auto generated by 
 
system upon user click on Save       button 

 

Store Name Store name  

Department Store’s department can be selected by clicking on 

LOV  button 

 

Store Keeper Store keeper will manage store information. Store 

keeper can be selected by clicking on 

LOV  button 

 

Checker Officer Checker officer can be selected by clicking 
 

on LOV  button 

 

Verification Officer  Verification officer will verify transaction in 
 

store management module. Verification officer can 

be selected by clicking on LOV  button 

 

Open to Student PTJ can decide whether they want to share their 
stock with students or not. 

 

Open to Staff PTJ can decide whether they want to share their 
stock with other staff in deference department. 

 

Status Store status either Active or Inactive  

Run Memo Appointment memo will be generate to officer on 
Run Memo button 

 

 

 

To view store info, place cursor on Store Code frame and click on Enter Query 

button. Enter the desired         store code and/or        then click on          Execute Query       

button to view info. Click on Next Record   or Previous Record       button 

to browse through available records.  

 
To update info, select the desired info and make change to it. Then, click on Save 

button. Click on Print button to generate report Listing Store Officer in PDF format 
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User (Finance) has to setup Store Officer Responsibility so that Appointment Memos 

will generate. It can be used in store management module. This screen can be 

accessed by selecting Store Management >> Responsibility Setup from the main 

menu. 

 

 

Figure 2-WYF024-1: Responsibility Setup 
 

 

Setting Up Unit of Measurement (UoM) Code By Jabatan Bendahari 

 
User (Finance) has to setup unit before it can be used in store management module. 

This screen can be accessed by selecting Store Management >> Unit of 

Measurement Code from the main menu. 

 

Figure 1-WYF027-1: Unit of Measurement Setup 
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Field Name Description Required 

UoM Code Unit's code  
 

 

Description Unit's description  
 

Enter the new unit of measurement at Description field. Save  and UoM Code will 

generate automatically. 

Setting Up Item Code By Jabatan Bendahari 

 
User (Finance) has to setup item code before it can be used in store management 

module. This screen can be accessed by selecting Store Management >> Item Code 

Setup from the main menu.  

 

Figure 1-WYF026-1: Item Code Setup – Category Tab 

 

Field Name Description Required 

Category Code Store's category code  
 

 

Description Store's category description  

 

Click on Category tab.  Enter the new category at Description field. Save and Category 

Code will generate automatically. 

To register new record, click Insert Record button then full fill at Description field. Save 

 and Category Code will generate automatically. 
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To view others category code info, place cursor on Store Code frame and click on 

Enter Query        button. Enter the desired        category code and/or       click on.  

Execute Query          button to view info. Click on Next Record  or Previous 

Record   button to browse through available records.  

 

 

Figure 1-WYF026-2 Item Code Setup – Item Code tab 

 

Field Name Description Required 

Category Code Store's category code  
 

 

Item Code Store's item code  

Description Store's item description  

Account Code Account Code stock purchase  

Measurement Store’s item measurement  

Stock Cat. Code Stok category code  
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Figure 1-WYF026-3 Item Code Setup – Stock Categories Setup tab 

 

For register item stock at Category Item, click at Item Parent Code, listing code will be 

appear. Choose any Parent Code then complete Stock Cat. Code column. Click Save 

button and data completed saved and disappear from listing.  

 

Updating Store Item By PTj 

 
User (PTj) can update store item in store management module. This screen can be 

accessed by selecting Store Management >> Update Store Item from the main menu. 

PTj must get the item from the Finance’s catalog.  
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Figure 1-WYF030-1 Update Store Item – Store Tab 

 

 

 

Field Name Description Required 

Store Store's code  
 

 

Store Description Store's description  

 

Begin by querying asset information. Click on Enter Query button. Enter Store 

Code and click on Execute Query. Store Code and Store Description will be appear.  
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Figure 1-WYF030-2 Update Stock Item – Item Tab 

 

 
Field Name Description Required 

Store Code Store's code  
 

 

Item Code Store's item code  

Description Item Store's item description  

Measurement Store's item measurement  

 

Then click on Item tab. Screen Item Stock will be appear. For add new record/item code 

click Insert Record button and new blank row will be provided. Use F9 or double mouse 

click to find item code from Catalog Stock University. Choose Item Code and Save. 
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Update Re-Order Level By PTj 

 

 

Figure 1-WYF037 - Update ROL 

 

Click Enter Query button and insert Store Code PTj then click Execute Query. Store 

Information will be appear.  

For update New ROL, click Get ROL button. User can update new ROL at New ROL 

Column. Click any item code then click Update Button for update new ROL. 

 

Updating Stock Item By PTj 

 
User can update stock item in store management module. This screen can be 

accessed by selecting Store Management >> Update Stock Item from the main 

menu.  
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Begin by querying asset information. Click on Enter Query button. Enter Store Code  

and  click  on  Execute Query. Store Information will appear here.  

 

 

Figure 1 - WYF023-1 – Set Up Item Store 

 

Field Name Description Required 

Store Code Store's code  
 

 

Department Store's department  

Store Keeper Store keeper will manage store information and 

management.  

 

 

Dept. Type To show owner or sharing 

 

 

Status To show Store's status active or inactive 

 

 

 

For stock registration, click LOV (…) button at GRN No. to find GRN then click Get GRN 

button. Data from GRN will be appear. User PTj must complete Qty in Detail, UoM Detail 

and Expired Date column and click button save. 

User PTj can update stock more than one GRN but should completely at least one GRN 

for registration 
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Figure 1 - WYF039 – ROL Update 

 

For update Re-Oder Level (ROL), user should click ROL button and new screen will be 

appear. Insert new ROL and tick item code before click Update button. New ROL already 

saved after user click Update button.  

Exit from this screen and user can continue update stock item at screen WYF023 – Set Up 

Item Store. 

 

Viewing Store Item Request for Approval/Cancellation By PTj 

 

This screen can be accessed by selecting Store Management >> Store Request 

Approval/Cancellation from the main menu. 
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Figure 1-WYF008-1: Store Request Approval/Cancellation 
 
 

 
To b eg i n , c l i c k  o n  Execute  Q u e r y         button.  System w i l l  d i s p lay  S t o r e  

I t e m  Requisition Information listing. The fields are explained, as followed: 

 

Field Name Description Required 

Request No Request ID  

Department Department of requester  

Request By & Name ID and name of staff requesting the store 
 

Item 

 

Request Date Request date  

Status Store item request status  

 

 

Click on Detail button to proceed with Approving/Cancelling the request and to 

update distribution info. System will navigate to screen “WYF007 - Store Item 

Distribution”. 

 
 



 

 

MANUAL PENGGUNA PENGURUSAN 

STOK  

(STOCK MANAGEMENT) 

Muka surat :19/38 

Tarikh          : 5 SEPTEMBER 2017 

UPSI(ISO)/BEN/P09/MP01 Pindaan      : 01 

 

 

 Figure 1-WYF007-1: Store Item Distribution 
 

 

Listing Item Request will be appear. User should insert quantity distribution and select 

item for distribute. Quantity distribute can be same or lest but cannot more than item 

balance. 

Check Select? Checkbox and click on Distribute button to indicate that the item 

has been distributed. Application Status will be changed to ‘Distribute’. User can print 

out distribution slip by click on Print button. System will generate distribution slip in PDF 

format. 

 

The Item Code request status will automatically set to canceled if the remaining items 

balance are zero. User can reject the request or approve the request after registration 

new stock. 
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Figure 1-WYF007- 2: Store Item Distribution 
 
 
 

To reject store item request, click on Reject button. System will display confirmation 

message as displayed in Figure 1-WYF007-2. Click on OK button to proceed. 

 
 
 
 
 
 

 
 

Figure 1-WYF007-3: Confirmation Pop-up Message 
 

 
 

System will update Application Status to ‘Cancel’. 
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Store Adjustment By Jabatan Bendahari 

 

User (Finance) use this form for adjustment stock at PTj Store. 

 

 
 

Figure 1-WYF032-1: Store Adjustment 

 

Use F9 or double mouse click to find Store Code. Store information will be appear.  

 

For get item stock listing by GRN, click Listing by GRN and choose GRN number. GRN 

detail will be appear at Store Adjustment: Quantity per Unit (Quantity In), Purchase 

Value & Expired Date. 

For get all GRN, click Get All button and GRN detail will be appear at Store Adjustment: 

Quantity per Unit (Quantity In), Purchase Value & Expired Date. 

Choose type of adjustment which is Quantity per Unit, Expired Date or Check Out. 

Column adjustment will display differently base on adjustment type.  
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Figure 1-WYF032-2: Store Adjustment - Quantity Per Unit 

 

Column Qty. per Unit will be display old quantity stok. User should complete New Qty. per Unit 

and Quantity per Unit Adjustment Reason. Click select item code and click Update button for 

update new quantity stock. 

 

 

Figure 1-WYF032-3: Store Adjustment – Expired Date 

 

Column Expired Date will be display old date. User should complete New Expiry Date and Expiry 
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Adjustment Reason. Click select item code and click Update button for update new quantity 

stock. 

 

 

Figure 1-WYF032-4: Store Adjustment – Check Out 

 

Column Balance will be display old quantity stok. User should complete Quantity To Check Out 

and Quantity Adjustment Reason. Click select item code and click Update button for update 

new quantity stock. 
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Store Management Query 

Store Item Query 

 

User can query and view store status using this screen. This screen can be accessed 

by selecting Store Management >> Store Management Query >> Store Status 

Query from the main menu.  

 

Figure 1-WYF005-1: Store Status Query 

 

 

To begin, query for the desired store. Place cursor on Store Code frame and click on 
 
Enter Query         button. Enter the desired store code and/or click on Execute Query 

 

button to view info. Use Next Record        or Previous Record          button 

to browse through all available records. 

 
 

Viewing Request Listing & Print Distribution Slip 

 
User can query and view store item request listing using this screen. This screen can 

be accessed by selecting Store Management >> Store Management Query >> 

Request Listing from the main menu. 
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Figure 1-WYF005-2: Item Request Listing 
 

 
 

To begin, select the desired Status from dropdown list. System will display request 

listing with the selected Application Status. 

 

Click on Detail button to view detail info. System will navigate to screen “WYF003 – 

Stationery Request Query”. Click on Exit           button to return to current screen. 

 

 

 
 

Figure 1-WYF003-1: Stationery Request Query 
 

 
 

Click on Print Distribution Slip button to generate distribution slip in PDF format. 
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Viewing Reorder Limit (ROL) Listing  

 
User can query and view store item reorder limit (ROL) listing using this screen. This 

screen can be accessed by selecting Store Management >> Store Management 

Query >> Reorder Limit (ROL) Listing from the main menu. 

 

 
 

Figure 1-WYF029-1: ROL Listing Query 

 

 

Field Name Description Required 

Store Code Store's code  

Description Store's description  

Item Code Item can be selected from list of value by 

double click on Item Code frame 

 

Description Item's description  

Qty in Store Item’s quantity  

ReOrder Limit (ROL) Item’s reorder limit  

 

Click on Print button to generate report in PDF format. 
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Viewing Store Adjustment Info 

 
User can query and view store adjustment info using this screen. This screen can 

be accessed by selecting Store Management >> Store Management Query >> 

Store Adjustment Query from the main menu. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Figure 1-WYF031-1: Store Adjustment Query 
 

 

To begin, click on Execute Query          button. The fields are explained, as followed: 
 

 

Field Name Description Required 

Sequence Sequence number  

Store Code Store code  

Department Store's department  

Type Item type  

Enter By ID of staff entering stock adjustment info  

Description Adjustment description  

Enter Date Date of stock adjustment entry  
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Click on Detail button to view detail info. System will navigate to screen “WYF031 – 

Store Adjustment Query”. Click on Back button to return to current screen. 

 

Figure 1-WYF031-2: Store Adjustment Query Detail 

 

 

Click on Print button to store report in PDF format. 
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Generating Store Item Listing Report 

 

User can generate store item listing report by using this screen. This screen can 

be accessed by selecting Store Management >> Store Management Reports 

from the main menu. Click on Store Item Listing tab. 

 

 
 

Figure 1-WYR001F-1: Store Management Reports – Store Item Listing Tab 
 

 
 

Begin with entering report parameter as followed: 

 
Field Name Description Required 

Date From Enter report start date  

Date To Enter report end date  

Store Code Click on LOV button to select Store Code  

 

Click on Run Report button to generate report in PDF format. 
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Generating Item Request Listing Report 

 
User can generate item request listing report by using this screen. This screen can 

be accessed by selecting Store Management >> Store Management Reports 

from the main menu. Click on Item Request Listing tab. 

 

 
 

Figure 1-WYR001F-2: Store Management Reports – Item Request Listing Tab 

 

 

Begin with entering report parameter as followed: 

 
Field Name Description Required 

Date From Enter report start date  

Date To Enter report end date  

Store Code Click on LOV button to select Store Code  

Name Click on LOV button to select requester 
 

name 

 

Item Code Click on LOV button to select item code  

 

Click on Run Report button to generate report in PDF format. 
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Generating Re-Oder Level (ROL) Report 

 
User can generate Re-Oder Level  (ROL) report by using this screen. This screen 

can be accessed by selecting Store Management >> Store Management Reports 

from the main menu. 

 
Click on Re-Oder Level tab. 

 
 

 
 

Figure 1-WYR001F-3: Store Management Reports – Re-Oder Level Tab 
 

 
 

Begin with entering report parameter as followed: 
 

 
Field Name Description Required 

Store Code Click on LOV button to select Store Code  

 

 

Click on Run Report button to generate report in PDF format. 



 

 

MANUAL PENGGUNA PENGURUSAN 

STOK  

(STOCK MANAGEMENT) 

Muka surat :32/38 

Tarikh          : 5 SEPTEMBER 2017 

UPSI(ISO)/BEN/P09/MP01 Pindaan      : 01 

 

 

Generating Stock Financial Report (Laporan Kewangan Stok) 

 
User can generate stock financial report by using  this screen. This screen  can  

be accessed by selecting Store Management >> Store Management Reports 

from the main menu. Click on Laporan Kewangan Stok tab. 

 
 

 
 

Figure 1-WYR001F-4: Store Management Reports – Stock Financial Tab 
 

 
 

Begin with entering report parameter as followed: 
 

 
Field Name Description Required 

Date From Enter report start date  

Date To Enter report end date  

Store Code Click on LOV button to select store code  

Item Code Click on LOV button to select item code  

 

 

Click on Summary button to generate summary report in PDF  format. Click on Run 

Report button to generate report in PDF format. 
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Generating List of Catalogs Report  

 
User can generate l i s t  o f  catalogs report by using  this screen. This screen  

can  be accessed by selecting Store Management >> Store Management Reports 

from the main menu. Click on Catalog List tab. 

 

 
 

Figure 1-WYR001F-5: Store Management Reports – Catalog List Tab 

 

 

Click on Run Report button to generate report in PDF format. 
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Generating Stock Report  

 

User can generate stock report by using this screen. This screen can be accessed by 

selecting Store Management >> Store Management Reports from the main menu. 

Click on Stock Report tab. 

 

 

 
 

Figure 1-WYR001F-6: Store Management Reports – Stock Report Tab 
 

 
 

Begin with entering report parameter as followed: 

 
Field Name Description Required 

Date From Enter report start date  

Date To Enter report end date  

Store Code Click on LOV button to select store code  

Item Code Click on LOV button to select item code  

 

Click on Run Report button to generate report in PDF format. 
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Generating Determination Of Stock Level Report  

 
User can generate stock level report by using this screen. This screen can be 

accessed by selecting Store Management >> Store Management Reports from the 

main menu. Click on Stock Level tab. 

 

 

 
 

Figure 1-WYR001F-7: Store Management Reports – Stock Level Tab 
 

 
 

Begin with entering report parameter as followed: 

 
Field Name Description Required 

Year Enter year  

Store Code Click on LOV button to select store code  

Item Code Click on LOV button to select item code  

 

 

Click on Run Report button to generate report in PDF format. 
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Generating Stock Control Card Report  

 
User can generate card report by using this screen. This screen can be accessed by 

selecting Store Management >> Store Management Reports from the main menu. 

Click on Stock Control Card tab. 

 

 
 

Figure 1-WYR001F-8: Store Management Reports – Stock Control Card Tab 

 

 
Begin with entering report parameter as followed: 

 
Field Name Description Required 

Date From Enter date from  

Date To Enter date to  

Store Code Click on LOV button to select store code  

 

 

Click on Run Report button to generate report in PDF format. 
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Generating Determination Of Stock Group Report  

 
User can generate stock group report by using this screen. This screen can be 

accessed by selecting Store Management >> Store Management Reports from the 

main menu. Click on Stock Group tab. 

 

 
 

Figure 1-WYR001F-9: Store Management Reports – Stock Group Tab 

 
Begin with entering report parameter as followed: 

 

 
Field Name Description Required 

Year Enter year  

Category Click on LOV button to select stock category  

Store Code Click on LOV button to select store code  

Item Code Click on LOV button to select item code  

 

 

Click on Run Report button to generate report in PDF format. 
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Generating Determination Of Stock  Ranking Report  

 
User can generate stock location report by using this screen. This screen can be 

accessed by selecting Store Management >> Store Management Reports from the 

main menu. Click on Stock Ranking tab. 

 

 
 

Figure 1-WYR001F-10: Store Management Reports – Stock Ranking Tab 

 

 
Begin with entering report parameter as followed: 

 
Field Name Description Required 

Year Enter year  

Store Code Click on LOV button to select store code  

Category Click on LOV button to select stock category  

 

 

Click on Run Report button to generate report in PDF format
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